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Organizations — Overview

Introduction KAMIS Organizations are used in a variety of ways in many different processes and functions. An
Organization can be an:
e Adult Care Home
e Provider Service Area for various HCBS waivers or other funding sources
o ADRC (Aging and Disability Resource Center)
o CDDO (Community Developmental Disability Organization)
o CMHC (Community Mental Health Center)
o PRTF (Psychiatric Residential Treatment Facility)
e Other Service Provider
e Hospital

These are just some common examples.
When an organization is set up in KAMIS, an organization role is assigned to it. The role determines

how the organization is used in KAMIS, and plays a role in the access an organization has to data
within KAMIS.

History Prior to the implementation of KanCare (privatized Medicaid services) in January 2013, HCBS
customers' plans of care were entered in KAMIS, and HCBS Providers used in the plans of care were
downloaded to the Organizations table in KAMIS from DCF (formerly SRS.) No changes could be
made to those organization records.

As of January 1, 2013, HCBS plans of care are no longer entered for services (other than the
assessment) so the HCBS provider download no longer occurs.
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Error! Not a valid bookmark self-reference.

Introduction

How To

Updated 7/9/2015

The Organizations page is accessed via the KAMIS Navigation Menu Bar.

Follow the steps in the table below to access Organization Administration.

Step Action Result

1. On the KAMIS Home Page, click on the
Organizations navigation menu bar button.

The Organization Search page displays.

‘Kﬂﬁﬂs IT PRODUCTION
Version: 3.0.2.4  2015/06/23@11:26.16
‘Welcome: TEST USER9 [04] Logged in st 2015/06/23@11:23:01
Problem Reportis  Recent Clients

el Person Search | Person Admin}Person Forms

Case Log | Organizations||Org. Members

Person Search

ADMINISTRATION WORKLOADS
kamisip[ ] ('Budget ) (ADRC Optio
F|rstName| | -.-'-Prav der Service :I -.-'-F'.eferras.fcur
Last Mame | | —
| Medicaid Elig
ssh[ | BILLING —
MEDICAD#[ ] (_care Level 1 Adj Billing ) REPORTS

DATEOFBIRTH[ | ) P
-,\Care Level 1 Status Report) | Ad Hoc Que

| Search ) Reset b b
(" senjice Provided (2251 ) il R

Person Search: Enter KamisID OR Last, First OR BenelD {11 dig\ts)| | Search |

HomelPerson Search | Person Admin|Person Forms|Case Log | Organizations | Org. Members

ORGANIZATION SEARCH

Organization Name KDOA Crg#  Provider# NPI('07)#

Organization Role

\ Jenter] | I I

| [All Roles (LISTS DUPLICATES)

~

((searcH ) (ReseT)
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Organization Search

Introduction

Search
Requirements

How To

Updated 7/9/2015

Use Organization Search to find an organization, and view the details and address information.

If creating a new organization, a search must be done first to confirm the organization does not
already exist.

o Enter either the organization name (full name or partial) or the organization number, if known.
o At least the first two characters of the organization name must be entered.

Note: Take care if selecting a specific organization role with the search. If a specific role is selected,
and the organization does not have that role associated with it, the organization will not display.

Follow the steps in the table below to complete an Organization search.

Step

Action

Result

1.

Access the Organizations main page
(Organization Search)

The Organization Search page displays.

Homel Person SearchlPerson Admin

Person Search: Enter KamigID OR Last, First CR BenelD {11 ﬂig\ts)|

Search |

ORGANIZATION SEARCH

Person Forms]Case Log ] Organizations | Org. Members|

Organization Name: Iemy] |KDOA Crg # HPI'OVi(IeI‘# HNP\('I]T)# |Hﬁ;”gfﬁ‘?ﬂsﬁg;DumeA—rgg) =
SEARCH 'E)

2. Enter either the Organization Name | Enter either the partial (at least two characters) or
or KAMIS Organization Number full name of the Organization.
The organization name and number
can both be entered, but both must
match for a successful search result.

3. If desired, select Role from the Optional - Default is All Roles.
drop-down list.

4. Click on the Search button. See the table below with explanation of possible

search results.
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Organization Search, continued

How To (continued)

Step | Action

Result

If Organization

Then

Not returned

The Active Organizations region will not contain
any results. Refer to the next section for
instructions on creating a new organization.

ORGANIZATION SEARCH

Provider#

NPI("07)# QOrganization Role

| [AlRotes (LISTS O

Organization Name KDOA Crg #
’?"" x lemer] |
(‘searcH ) ((ReseT)
Active Organizations
KDOA . Primary Eff.
Org. Name Org.# Provider# NPi# Date

Organization History

Org. Name l(()?;)#A Provider#

Primary Eff. Term.
NPl# Date Date

Role Type

Role Type

Is returned

The Active Organizations table will display all
matching results. Instructions on how to update
the information is covered later in this chapter.

ORGANIZATION SEARCH

K3 DEPT. FOR AGING AND DISABILITY SERVICES | 12

Organization History

Organization Name KDOAOrg#  Provider# NPI("0T)# QOrganization Role
I [enter] [12 | [All Roles (USTS
(‘sEarcH ) (REsET)
Active Organizations Lreae
KDOA 5 Prima: Eff.
Org. Name Org# Provider# NPI#W Date Role Type

01/01/97 | AREA AGENCY ON AGING eff: 01/01/97

Org. Name I(()[[);)#A Provider# P:r;;ry DEaﬁte -II—;;_{:' Role Type
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Create a New Organization

Introduction

How To

Updated 7/9/2015

As an organization starts doing business with KDADS, and becomes a part of the KAMIS system, the
organization will need to be entered into KAMIS.

Use the organization's business name as provided by the organization, when entering it into KAMIS.
Exception: do not use punctuation in the name, as some processes in KAMIS do not interpret special
characters such as commas and dashes correctly and they can cause unexpected results.

Follow the steps in the table below to create a new organization. Note: Fields marked with a red *
are required.

Step Action Result
1. | Complete the Organization Search process | No results display, confirming the need to
to confirm the organization does not yet create a new organization.
exist in KAMIS.
2. | Click on the Create button. The Organization Administration — Adding
New Organization page displays.

ORGANIZATION SEARCH
Organization Mame KDOAOQrg# Provider# NPI[('0T)# Organization Role

[SUPPLY9Y) [enter] All Roles (LISTS C

("searcH ) ( RESET )

Active Organizations

KDOA . Primary Eff.
Org. Name Org.# Provider# NPI#  Date Role Type

Organization History

KDOA Provider Primary Eff. Term.

Org.# NPI# Date Date NOI®TyPe

Org. Name

ORGANIZATION ADMINISTRATION - ADDING NEW ORGANIZATION

New Organization Details Business Address
* Organization Name | * Street
* Effective Date * City
Parent Organization - * County (code)
Comment
* State (code)
0012000 * Zip I
Minarity Owned? - * primary Phone
USDAEligible? - Alternate Phane
FEIN Cell Phone
# QOrganization Role Select Organization Role hd FaxPhaone
* County (code) Email
KOTA State ID Website
Directions

0of2000

aﬂ Back ) a. Create l

Continued on next page
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Create a New Organization, continued

How To (continued)

Step Action Result
3. | Enter the Organization Name. Required field. Do not use any punctuation.
4. | Enter the Organization Effective Date. Required field

5. | If the Organization is a Provider that falls Not a Required Field
under a Parent Organization, (Meal Sites,
etc.) select that Parent Organization from
the drop down box.

6. | Complete any optional information if

known.
7. | Select an Organizational Role from the Required field. Other roles can be added
drop-down list. after the Organization is saved (covered
later in the chapter.)
8. | Enter the County code of the primary Required field. Other counties can be

county where the company does business. | added after the Organization is saved
(covered later in the chapter.)

9. | The KOTA State ID is not currently being It will eventually be auto-filled if the
used. organization is licensed in KOTA.
10. | Enter the organization's address details Required Fields:
under the Business Address region. e Street
o City
e County
e State
e Zip Code

e Primary Phone

ORGANIZATION ADMINISTRATION - ADDING NEW ORGANIZATION
New Organization Details Business Address
* Organization Name [SUPPLY99 | * Street [1212 S 99TH ST |
# Effective Date | 02/01/2015 * City |TOF‘EKA |
Parent Organization | v
Comment * County (cude] SHAWNEE
‘ * state (code) KANSAS
Minority Owned? * Zip Beesé  H |
* Qrganization Role | SERVICE PROVIDER v Cell Phone |:|
* County (code) SHAWNEE o | |
mal
Website [ |
Directions ‘ ‘
0 of 2000

Continued on next page
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Create a New Organization, continued

How To (continued)

Step Action

Result

11. | Click on the Create button.

The Organization is saved and the
Organization Search page displays with the
new Organization displayed in the Active
Organizations table.

ORGANIZATION SEARCH

Organization Mame KDOACQrag#  Provider#

SUPPLYSY [enter]

Active Organizations

KDOA . Primary  Eff.
Org. Name Org.# Provider# NP Date

SUPFLY99 | 30000184

Organization History

KDOA . Primary Eff. Term.
Org. Name 4 Providedt " \niy” Date Date

Role Type

Organization Role
SERVICE PROVIDER

NPI[07)#

Role Type
02/01/15 SERVICE PROVIDER eff 02/01/15

Updated 7/9/2015
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Assign Additional Roles to an Organization

Introduction

How To

Updated 7/9/2015

Organizations must have at least one entity role assigned to it. An entity role defines what type of
organization it is. The initial role is assigned when the organization is first created in KAMIS. The
entity roles may define the organization as a Service Provider, Sub-Provider, Nursing Facility,
Hospital, etc. The role allows the organization to display in certain fields in assessments or other
forms. It is possible for an organization to have more than one role assigned to it.

Follow the steps in the table below to add an additional role to an organization.

Step Action

Result

1. | Search for the Organization using
Organization Search

The Active Organizations table will display
the results

ORGANIZATION SEARCH

Organization Mame KDOAQrg# Provider#

SUPPL YS9 [enter]

( searcH ) ( RESET )

Active Organizations

KDOA . Primary Eff.
Org. Name Org.# Provider# NP Date

SUPFLY99 | 30000184

Organization History

KDOA Providers Primary Eff. Term.

Org. Name Org.# NPI# Date Date

Role Type

Role Type
02/0115 SERVICE PROVIDER eff 02/0115

NPI(OT)# Organization Role

SERVICE PROVIDER

| Create I

2. | Click on the organization name link in the

Org. Name column.

The Organization Administration page
displays.
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Assign Additional Roles to an Organization, continued

How To

Updated 7/9/2015

(continued)

Step | Action Result
orG ID: 30000184 name: SUPPLY99 Effective: 02/01/2015  org status: Active
ORGANIZATION ADMINISTRATION
I Organization Details " Organization Address |
* Org. Number 20000184
* Organization Name SUPPLY99
* Organization Effective Date 02/01/2015
Parent Organization - ACTIVE ROLES -
MIMIS Provider Id Role BiEEiT
MMIS Agency |d Dato
SERVICE
MMIS EDS Agency d PROVIDER 02/01/2015
Date MMIS Last Updated
Organization Comment =
ROLE HISTORY
0 of 2000
W Owned? -
morly umed? | Yes ACTIVE COUNTIES
LISDA Eligible? - — Effective
FEIN Date
National Provider Id Number SHAWNEE | 0210172015
National Provider |d Location
Organization Status Active
Organization Termination Date
KOTA State ID COUNTY HISTORY
NPl#s
Eff. Term.
HEE Date Date
(save
Added By JOBAUER on 06/23/2015 14:43:17 Changed By on
3. | Click on the Add Role button in the Active | The Organization Details/Select Role page
Roles region. displays.

229
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Assign Additional Roles to an Organization, continued

How To (continued)

Step | Action Result

orGID: 30000184 name: SUPPLY99 Effective: 02/01/2015  0rg Status: Active
ORGANIZATION ADMINISTRATION

I Organization Details " Organization Address |

Original Org. Effective Date 02/01/2015
* Select Role Type ' ADDITIONALINFORMAL SUPPORT AGENCIES
_' AGING AND DISABILITY RESOURCE CENTER
_' ASSISTED LIVING CENTER
_' CENTER FOR INDEPENDENT LIVING
_ COMMUMNITY DEVELOPMENTAL DISABILITY CENTER
_' COMMUMNITY DEVELOPMENTAL DISABILITY ORGANIZATION
_0 COMMUMITY MEMTAL HEALTH CENTER
_' CONSORTIUM
_' FACILITIES
_' FINAMCIAL MANAGEMENT SERVICES FROVIDER
_' HCBS-AUTISM PROVIDER
_' HCBS-DD PROVIDER
_' HCBS-PD PROVIDER
' HCBS-SED PROVIDER
@ HCBS-TAPROVIDER
! HCBS-TBI FROVIDER
_/ HOSPITAL
_' MEMTAL HEALTH PROVIDER (MOMN-CMHC)
_' NURSIMG FACILITY
_! PSYCHIATRIC RESIDENTIAL TREATMENT FACILITY
_' RADAC ORGAMIZATION
_! SERVICE SUB-PROVIDER
_! SRS AREA OFFICE
_/ SUBSTAMCE ABUSE TREATMENT FACILITY
_' SUBSTAMCE USE DISORDER PROVIDER
* status ACTIVE

* Effective Date 06/23/2015

Cancel J Add Role )

4. | Select a Role by clicking on the radio Required. The radio button fills in.
button.

Note: Only one role can be selected and
added at a time.
5. | Enter the Effective Date of the new role. Required
Change the default current date if
necessary.

Continued on next page
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Assign Additional Roles to an Organization, continued

How To (continued)

Step Action Result
6. | Click on the Add Role button. The Organization Administration/
Organization Details main page
displays
The Active Roles region is updated to
show the newly added role
VTEW LT TETTTOET
ACTIVE ROLES
Role B RELTE Terminate
Date
HCBS-TA
» PROVIDER 06/23/2015 »
SERVICE
PROVIDER 0210172015 x
1-2
ROLE HISTORY
7. | Repeat the above steps until all additional

roles have been added.

Note: The Role History region shows any previously added roles that have been terminated.

Updated 7/9/2015
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Terminate Active Role from an Organization

Introduction

How To

Updated 7/9/2015

An Organization may discontinue services that entail a certain Role assignment. For example, a
nursing facility may close its Assisted Living Center. If this happens, that particular role should be
terminated so it is no longer an active role.

Note: Since an organization must have at least one active role, the following process can only be
done if the organization has a minimum of two active roles.

Follow the steps in the table below to terminate a role of an organization.

Step Action Result

1. | Search for the Organization The Active Organizations table display with
the results

ORGANIZATION SEARCH

Organization Name KDOAOrg# Provider# NPI(OT)# Organization Role
sUPPLY9Y) [enter] SERVICE PROVIDER

( searcH ) ( RESET )

Active Organizations Create
Org. Name E?S#A Provider# Pw;;w [I}E:i.e Role Type
SUPFLY99 | 30000184 02/0115 SERVICE PROVIDER eff 02/0115

Organization History
Org. Name Pé?g’;\ Provider# Prﬁ;l;ry [faf{.e T[?;?;' Role Type

1. | Click on the organization name link in the The Organization Details page displays.
Org. Name column.

2. | Inthe Active Roles region, click on the x in | The Organization Details/Terminate Role
the Terminate column for the role to be page displays.
terminated.

VTEW CTY WIETTTOET

orRG1D: 30000184 name SUPPLY99 Effective: {

ACTIVE ROLES ORGANIZATION ADMINISTRATION

i | Organization Add =
Role Effective . minate Organization Details 1002 ‘ rganization Address 100 |
Date
HCBSTA | p6rzai2015
ROV, * Role HCBS-TA PROVIDER
SERVICE ' poip112015 x * status ACTIVE

PROVIDER
* Effective Date 06/23/2015

Termination Date (mm/ddiyyyy)

1-2

L Add Role

| Terminate Role

ROLE HISTORY

3. | Enter the Termination Date

Note: The Termination Date can be no earlier than the last day of the previous month.
Example: Today is June 23. The termination date can be no earlier than May 31.

Continued on next page
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Terminate Active Role from an Organization, continued

How To

Updated 7/9/2015

(continued)

Step

Action

Result

4.

Click on the Terminate Role button

The Organization Administration/
Organization Details main page displays.
The Role History region expands to show
the terminated role.

Role

SERVICE
PROVIDER

| AddRole

Role

HCBS-TAPROVIDER  06/23/2015  06/23/2015

ACTIVE ROLES

ROLE HISTORY

Effective Termination

Date

1-1
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Assign Additional Counties to an Organization

Introduction

How To

Updated 7/9/2015

When setting up a new organization, the primary county that the organization does business in is

required.

Many organizations do business in more than one county, and some form fields in KAMIS populate
drop-down lists based on an organization's active county entries.

Follow the steps in the table below to add an additional county to an Organization.

Step Action

Result

1. | Use Organization Search to find the
organization

The Active Organizations table displays the
results

ORGANIZATION SEARCH

Organization Mame

SUPPL YS9 [enter]

( searcH ) ( RESET )

KDOAQrg# Provider#

Active Organizations

KDOA . Primary Eff.
Org. Name Org.# Provider# NP Date
SUPFLY99 | 30000184

Organization History

KDOA Providers Primary Eff. Term.

Org. Name 0 # NP Date Date RO®TyPe

Role Type
02/0115 SERVICE PROVIDER eff 02/0115

NPI(OT)# Organization Role

SERVICE PROVIDER

| Create I

2. | Click on the organization name link in the
Org. Name field

The organization detail page displays.

22-14
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Assign Additional Counties to an Organization

How To (continued)

Step

Action

Result

3.

In the Active Counties region, click on the

Add County button.

County page will display.

ACTIVE COUNTIES

Effective
Date

SHAWNEE | 02/01/2015
-1

County

| Add County

UNTY HISTORY

v

oRrGID: 30000184 nName: SL?YQQ efiective: 02/01/2015 OrgStatus:ACti\fe
R

ORGANIZATION ADMINI ATION

| Organization Details 1002 |Mrganization.i.ddress 1005 |

Original Org. Effective Date 02/01/2015
* County (code) |

* Effective Date 06/24/2015

| Cancel ) Save

ACTIVE COUNTIES

Effective
Date

SHAWNEE | 02/01/2015

County

-1

4. |Inthe County (code) field, type the first A list of counties starting with this letter
letter of the county to be added. displays.
5. | Type the second letter of the desired The list reduces to the single county name
county and press the Tab key. to be added.
Original Org. Effective Date 02001£2015 Original Org. Effective Date 02/01/2015
* County (cote) |D % ggﬁ’g&g * County (code) DG | DOUGLAS
ggg'{?hil(llglfm * Effective Date
# Effective Date 06/2312015 | @ @
6. | Type the Effective Date of the county if
different from the default current date.
7. | Click the Save button. The main Organization Details page displays

and the additional county is added to the
ACTIVE COUNTIES region.

ACTIVE COUNTIES
Effective
County Date

DOUGLAS | 06/23/2015
SHAWNEE  02/01/2015

1-2

i, Add County

COUNTY HISTORY

Updated 7/9/2015
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Assign Additional Counties to an Organization

How To (continued)

Step Action Result

8. | Repeat the previous steps until all The Active Counties region updates with
additional counties have been added to the | each county added.
organization.

Note: The County History region will populate and be expandable once at least one active county
has been terminated.

Updated 7/9/2015 22-16



Terminate a County

Introduction

How To

Updated 7/9/2015

If an organization quits doing business or discontinues services within a particular County, the
county needs to be terminated as an Active County in Organization Administration.

Note: Since an organization must have at least one Active County, at least two counties must be
active before one can be terminated.

Follow the steps in the table below to terminate an Active County in an Organization.

Step Action Result
1. | Use Organization Search to find the The Active Organizations table displays the
organization results

ORGANIZATION SEARCH

Organization Name KDOAOrg#  Provider# NPI(OT)# Organization Role
SUPPLYag) [enter] SERVICE PROVIDER

Active Organizations Create
Org. Name 'é'?;)i Provider# Pr:lrgsfry [I;_:i.e Role Type
SUPFLY99 | 30000184 02/0115 SERVICE PROVIDER eff 02/0115

Organization History
Org. Name Pé?g’;} Provider# Pw;;w DEaf{.e T[?;:;' Role Type

2. | Click on the organization name link in the The Organization Detail page displays.
Org. Name field

ORG ID: 5205 Name: DEBY'S HOME AND ROCKET CARE Effective: 07/0122006 Org Status: Active
ORGANIZATION ADMINISTRATION

| organization betaits || organization Address |
* Org. Number 5295 ( rg. Members )
* Organization Name [DEBY'S HOME AND ROCKET CARE
* Organization Effective Date 07/01/2006 ACTIVE ROLES
Parent Organization | =l Effective
MMIS Provider Id Hola Date
MMIS Agency Id SERVICE 07/01/2006

MMIS EDS Agency Id PROVIDER

Date MMIS Last Updated 1-1

Organization Comment _d }

P*ROLE HISTORY

0of 2000
Minority Owned? >
ACTIVE COUNTIES
USDA Eligible? 5 o
= ective i
FrEN[ County =" Terminate
National Provider Id Number JACKSON  07/01/2006 x
National Provider Id Location JEWELL  07/01/2006 x
Organization Status Active SHAWNEE  07/01/2006 2
Organization Termination Date 5' 1-3
PCOUNTY HISTORY
Continued on next page



Terminate a Countyy, continued

How To (continued)

Step Action Result
3. | Inthe Active Counties region, click on the x | The County page displays.
next to the county to be terminated.
ACTIVE COUNTIES
County Ef\;i:::lve Terminate

JACKSON | 07/01/2006
JEWELL  07/01/2006
SHAWNEE | 07/01/2006

Add County

ORG ID: 5295 Name: DEBY'S HO
ORGANIZATION ADMINISTRAT)ON
| Organization Details II Organization Addyess |
* County Jv - JEVWELL
* Effective Date 07/01/2006
Termination Date | EI
Cancel
4. |Type the Termination Date of the The Termination Date can be no earlier
organization's association with the county. |than the last day of the previous month.
Example: Today is June 23. The termination
date can be no earlier than May 31.
5. | Click the Save button.

The Organization Details page displays and
the County History region is populated.

ACTIVE COUNTIES

Effective
Date
JACKSON  07/01/2006 x

SHAWNEE  07/01/2006 x
1-2

County Terminate

Add County

¥ COUNTY HISTORY

Effective Termination
Date Date
JEWELL 07/01/2006 08/31/2006

1-1

County

Updated 7/9/2015
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Change an Organization Address

Introduction

How To

Updated 7/9/2015

When an Organization is added to KAMIS, an active organization address must be included. To
change an address, the current address is not simply updated; rather the current one must be
terminated and a new address added. Because there must be at least one active address, the new
one must be added before the current one can be terminated — assuming there is only one address

entered.

Follow the steps in the table below to change the address for an Organization.

Step Action Result
1. | Use Organization Search to find the The Active Organizations table displays the
organization results
ORGANIZATION SEARCH
Organization Name KDOA Org.# Provider# NPI('07)# Organization Role
99 [enter] SERVICE PROVIDER
"searcH ) ( RESET
Active Organizations SEED
Org. Name g?;)#A Provider# P;i‘rssfw [faﬁt.e Role Type
SUPPLY99 | 30000184 02/0115  SERVICE PROVIDER eff 02/0115
Organization History
Org. Name }é?;)i Provider# P;:"F;';[W [;E:{é TS;?;' Role Type
2. | Click on the organization name link in the The Organization Detail page displays.

Org. Name field

orGID: 30000184 name: SUPPLY99  Effective: 02/01/2015
ORGANIZATION ADMINISTRATION

| Organization Details 1002 H Organization Address 1005

* Org. Number 30000184

* Organization Name SUPPLY99

* Organization Effective Date 02/01/2015
Parent Organization
MMIS Provider Id
MMIS Agency Id
MMIS EDS Agency 1d
Date MMIS Last Updated
Organization Comment

0 of 2000

Minority Owned? Yes

USDAEligiple? -
FEIMN
National Provider Id Number
National Provider Id Location

Organization Status Active

Organization Termination Date

KOTA State ID

Org Status: Active

. ACTIVE ROLES
Effective
Role Date
SERVICE
PROVIDER 02/01/2015

il

ROLE HISTORY

ACTIVE COUNTIES

Effective
Date
DOUGLAS | 062312015
SHAWNEE | 02/01/2015

County

1-2

COUNTY HISTORY

22-19
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Change an Organization Address, continued

How To (continued)

Step Action

Result

3. | Click on the Organization Address tab.

The Active Addresses table displays on the
Organization Address page.

orG ID: 30000184 name: SUPPLY99 Effective: 02/01/2015 Org Status: Active
ORGANIZATION ADMINISTRATION

Organization Details 1002

ADDRESS HISTORY

| Organization Address 1005 |

ACTIVE ADDRESSES
- c View/
City County  State Type Effective Date Terminate
TOPEKA SHAWMEE KS BUSINESS  02/01/2015 Fﬁ
1-1

4. | Click on the Add Address button.

| The Add Address page displays.

orG ID: 30000184 mame: SUPPLY99 Effective: 02/01/2015  org status: Active
ORGANIZATION ADMINISTRATION

| Organization Details 1002

Criginal Org. Effective Date 02/01/2015
* Address Type

* Effective Date 06/24/2015
{(mmiddiyyyy)

* Street

* City
* County (code)
* State (code)
* Zip
* Primary Phone
Cell Phone

Email

Directions

0of2000

| Save ) | Cancel )

| Organization Address 1005 |

Alternate Phone
FaxPhone

Website

Note: Fields marked with a red * are required.
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Change an Organization Address, continued

How To

Updated 7/9/2015

(continued)

Step

Action

Result

5.

Select the Address Type from the drop-
down list.

Use Business address type if terminating a
business address. An organization must
have a Business address.

Enter the new Effective Date

Enter the Address Details

Required Fields:
e Street
o City
e County
e State
e Zip (code)
e Primary Phone

Click the Save button

The Active Addresses table displays and the
new address is added to the table.

orcID: 30000184 name SUPPLY99  Effective: 02/01/2015 Org Status: Active
ORGANIZATION ADMINISTRATION

| Organization Details 1002

| Organization Address 1005 |

ACTIVE ADDRESSES
- - View/
City County  State Type Effective Date Terminate
Newer effective date TOPEKA | SHAWNEE  KS BUSINESS 06/24/2015 @'
TOPEKA  SHAWMNEE K3 BUSINESS  02/01/2015 Pﬁ
1-2
ADDRESS HISTORY
Continued on next page
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Change an Organization Address, continued

How To
(continued)

Now that the new address has been added, the old one can be terminated.

Step

Action

Result

9.

Click on the View/Terminate icon of the old
address.

The address details display and the
Termination Date field is active.

TOPEKA SHAWNEE KS

ACTIVE ADDRESSES
. . Viewf
City County  State Type Effective Date Terminate
TOPEKA  SHAWNEE KS BUSINESS 06/24/2015 #

BUSINESS 02/01/2015

1-2

ORGANIZATION ADMINISTRATION

orcID: 30000184 name: SUPPLY99 Efective: 02/01/2015  0rg Status: Active

Organization Details 1002

* Address Type BUSINESS

# Effective Date 02/01/2015
(mmiddiyyyy)

* Street 1212 599TH ST
* City TOPEKA
* County SN - SHAWMNEE
* State KS - KANSAS

Directions
Termination Date (mmiddiyyyy) |

| Cancel ]

| Save

Organization Address 1005 |

* Zip GG6666-
* pPrimary Phone (785) 111-1212  Alternate Phone
Cell Phone Fax Phone
Email Website

—

10. | Enter the Termination Date.

Updated 7/9/2015
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Change an Organization Address, continued

How To

Updated 7/9/2015

(continued)

Step Action Result
11. | Click the Save button. The updated Active Addresses table
displays.
12. | Click on the 'open region' icon to the left of

the ADDRESS HISTORY region heading.

The Address History region displays the
newly terminated address.

ORG ID: 30000184 name: SUPPLY99 Effective: 02/01/2015
ORGANIZATION ADMINISTRATION

Organization Details 1002

City

TOPEKA  SHAWNEE  KS BUSIMNESS 06/24/2015

ODDRESS HISTORY

| Organization Address 1005 |

orRG ID: 30000184 Name: SUPPLY99 Efiective: 02/01/2015  0rg Status: Active

ACTIVE ADDRESSES ORGANIZATION ADMINISTRATION

County State  Type  Effective Datel | SEAETE DEE]D TE

{ Add Address

| Organization Address 1005 |

ACTIVE ADDRESSES

City County State  Type  Effective Date B

Terminate

TOPEKA | SHAWNEE | KS BUSINESS 06/24/2015 Z

1-1

'ADDRESS HISTORY

Q City County  State Type Effective Date Termination Date View
TOPEKA SHAWNEE KS BUSINESS | 02/01/2015 06/232015 Z

1-1
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Terminate an Organization

Introduction

Important

How To

Updated 7/9/2015

If an Organization is no longer in business, it should be terminated in KAMIS. If an organization is
found to be a duplicate entry, it should be terminated so it is not used in place of the original

organization.

Before a Provider organization is terminated the following steps need to be completed:

e Make sure that the Provider is not doing business with another PSA (ADRC, CDDO, CMHC, etc.)
Terminating a Provider organization should only be done if the Provider is out of business or is
found to be a duplicate of another active organization.

e  Terminate all Service/Funding pricing for this organization through the Provider Service

function.

e  Complete a Mass Update to change all customers who have services under the provider to a
new provider or the active provider of which this is a duplicate, or have all the services under

this provider ended.

Follow the steps in the table below to terminate an Organization after the above steps have been

completed or confirmed.

Step Action

Result

1. | Use Organization Search to find the
organization

The Active Organizations table displays the
results

ORGANIZATION SEARCH

Organization Name KDOAQrg.# Provider#

supPLYed fenter
SEARCH l RESET l
Active Organizations
KDOA q Primary Eff.
Org. Name Org.# Provider# NPIE Date

SUPPLYSS | 30000184

Organization History

KDOA Primary Eff. Term.

Org. Name Org# Provider# NPI# Date Date Role Type

Role Type

02/01/15 | SERVICE PROVIDER eff 02/01115

NPI{'07)# Organization Role
SERVICE PROVIDER

Create J

2. | Click on the organization name link in the
Org. Name field

The Organization Detail page displays.

3. | Enter the Organization Termination Date

The Termination Date can be no earlier
than the last day of the previous month.
Example: Today is June 24. The termination
date can be no earlier than May 31.

22-24

Continued on next page



Terminate an Organization, continued

How To

Updated 7/9/2015

(continued)

Step | Action

Result

O0RGID: 30000184 name: SUPPLY99 Effective: 02/01/2015  0rg Status: Active

ORGANIZATION ADMINISTRATION

| Organization Details 1002 || Organization Address 1005

* Org. Number 30000184

* Organization Name SUPPLY29

* Organization Effective Date 02/01/2015
Parent Organization
MMIS Provider Id
MMIS Agency Id
MMIS EDS Agency I1d
Date MMIS Last Updated
Organization Comment

0 of 2000

Minority Owned? Yes -

USDA Eligible? -
FEIN

Mational Provider |d Number
Mational Provider Id Location
Organization Status Active

Organization Termination Date DE»'24I2D15] |

KOTA State ID

| Save

Added By JOBAUER on 06/23/2015 14:43:17 Changed By on

- ACTIVE ROLES
Effective
Role Date
SERVICE
PROVIDER 02/01/2015

1-1

ROLE HISTORY

ACTIVE COUNTIES

Effective
Date
DOUGLAS | 06/23/2015
SHAWNEE | 02/01/2015

County

COUNTY HISTORY

NPl#s

Eff. Term.
UTHE Date Date

Click on the Save button

The Organization Details information
changes to read only.

The header changes to show Org Status
of Inactive
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Terminate an Organization, continued

How To (continued)

Step | Action

Result

ORGANIZATION ADMINISTRATION

| Organization Details 1002 || Organization Address 1005

* Org. Number 30000184
* Organization Name SUPPLY39

# Qrganization Effective Date 02/01/2015
Parent Organization []
MMIS Provider Id
MMIS Agency Id
MMIS EDS Agency Id
Date MMIS Last Updated
Organization Comment
Minority Owned? Yes
USDA Eliginle? []
FEIN
Mational Provider |d Number
Mational Provider |d Location
Organization Status Inactive
Organization Termination Date 06/24/2015

KOTA State ID

Read only. No Links to
update, add, or terminate
information.

——— e ——
0RG 130000184 name: SUPPLY99 Eﬁeﬂiue:02f01f201ﬁw

ACTIVE ROLES

Effective

Role Date

SERVICE

PROVIDER 02/01/2015

1-1

#ROLE HISTORY

ACTIVE COUNTIES

Effective
Date

DOUGLAS | 06/23/2015
SHAWNEE  02/01/2015

1-2

County

#COUNTY HISTORY

1. | Click on the Organizations button in the
navigation menu bar.

The Organization Search page displays,
showing the terminated organization in the
Organization History table.

Homel Person SearchlPerson AdminjPerson Forms Organizations | Org. Members
ORGANIZATION SEARCH
QOrganization Mame KDOA QOrg.#  Provider# NPI(0T)# Qrganization Role
supply9% [enter] All Roles (LISTS D
("search ) (ReseT)
Active Organizations \ Create
KDOA . Primary Eff.
Org. Name Org.# Providerd# NPI#  Date Role Type
Organization History
KDOA . Primary  Eff. Term.
Org. Name Org.# Provider# NP Date Date Role Type
SUPPLY99 | 30000184 02/01/15 | 06/24115  SERVICE PROVIDER eff 02/01/15
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View Organization Members

Introduction

How To

Updated 7/9/2015

Some organizations will have Organization Members associated with it. Before an Organization can
be terminated, all Organization Members need to be terminated from the Organization first.
Organization Membership is required for some functions in KAMIS, and is covered in detail in

Chapter 23 — Organization Member.

A link is provided on the Organization Administration page to view all Organization Members
associated with an Organization.

Follow the steps in the table below to view a list of Org Members associated with an Organization.

Step Action Result
1. | Use Organization Search to find the The Active Organization table displays the
organization. results.
2. | Click on the organization name link in the The Organization Details page displays.
Org. Name column.

oRrRG ID: 30000182 name: PHARMACY ONE Efective: 04/01/2015  0rg Status: Active
ORGANIZATION ADMINISTRATION

| Organization Details 1002 || Organization Address 1005

* Org. Number 30000182
* Oroanization Name PHARMACY ONE

* Organization Effective Date 04/01/2015

Parent Organization - HETIE HILES
MMIS Provider 1d Role ET
MMIS Agency Id SERVICE

MMIS EDS Agency Id PROVIDER 04/

Date MMIS Last Updated
Organization Comment -
A dd Pnl:-\
1. | Click on the View Org. Members button. The Organization Member Search page

displays and all active members display in
the Active Members table. .

ORGANIZATION MEMBER SEARCH

* Organization Search Organization
| [enter] PHARMACY ONE ==>TOPEKA ~

First Name Middle Name Last Name ( .SE'VRCH ..RESET )

Organization may now be omitted fram Org. Member search. Inputting person firstilast name will return a listing of all matches with correspending Org. membership info
Mote that Organization must still be specified to add a new organization member.

\_Add Member

ACTIVE MEMBERS

Ergrfzming Organization Organization Primary Title Effective Termination View/Update View/Update Person Ef Dt

(e CELIS ﬁsmgs: ame Number Phone Date Date Org Member Info. Person Info.
HERSHEL GREEME 30014271 30000097 PHARMACY ONE = 30000182 04/01/2015 EEQ\% E%-\\ 15-MAR-13
LORI GRIMES 30014270 | 30000096 PHARMACY ONE = 30000182 7852341111 05/01/2015 EEQ\% E%-\\ 01-MAY-14

1-2

MEMBER HISTORY

Note: The Member History table populates once at least one member's organization membership is
terminated.
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